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A RESOLUTION OF THE LOO1 CITY COUNCIL 

AND SALARY RANGE FOR DEPUTY CITY CLERK I N  THE CITY CLERK'S OFFICE 
APPROVING THE NEW CLASSIFICATION, JOB SPECIFICATIONS, 

RESOLVED, t h a t  t h e  L o d i  City Counc i l  does hereby approve t h e  new 
c l a s s i f i c a t i o n  and j o b  s p e c i f i c a t i o n s  f o r  Deputy City C l e r k  i n  t h e  Ci ty 
C l e r k ' s  o f f i c e ,  as shown on E x h i b i t  A a t t a c h e d  here to ;  and 

FURTHER RESOLVED, t h a t  t h e  Lod i  City Counc i l  hereby approves t h e  
e s t a b l i s h m e n t  o f  t h e  f o l l o w i n g  s a l a r y  range f o r  t h i s  c l a s s i f i c a t i o n ,  
e f f e c t i v e  March 6, 1991: 

Deputy City C l e r k  

A B C D E 
$1530.73 $1607.25 $1687.62 $1771.99 $1860.61 

Dated: March 6, 1991 

I hereby c e r t i f y  t h a t  R e s o l u t i o n  No. 91-40 was passed and 
adopted by t h e  L o d i  City Counc i l  i n  a r e g u l a r  meet ing  h e l d  March 6, 
1991 b y  t h e  f o l l o w i n g  vo te :  

Ayes : Counc i l  Members - Pennino, P i n k e r t o n ,  S i e g l o c k ,  S n i d e r  
and Hinchman (Mayor)  

Noes : Counc i l  Members - None 

Absent: Counc i l  Members - None . 

Deputy Ci ty C l e r k  

f o r  A l i c e  M. Reimche 
City C l e r k  
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Karch 6 ,  1991 

DEPUTY CITY CLERK 
DEFINITION: 

T o  p rov ide  complex and s p e c i a l i z e d  o f f i c e  s u p p o r t  t o  
o f f i c e ,  t h e  C i t y  Counci l ,  and o t h e r  c i t y  o f f i c e s ;  t o  
v a r i e t y  of mandated C i t y  C le rk  f u n c t i o n s ;  t o  p r o v i d e  

t h e  C i t y  C l e r k ' s  
per form or assist  i n  a 
l e a d  d i r e c t i o n  and 

t r a i n i n g  t o  a small group of A d m i n i s t r a t i v e  C le rks  1/11 or  r e l a t e d  s t a f f ;  
and t o  perform r e l a t e d  work as r e q u i r e d .  

DISTINGUISHING CHARACTERISTICS: 

This  i s  a s i n g l e  p o s i t i o n  c l a s s i f i c a t i o n  i n  t h e  C i t y  C l e r k ' s  o f f i c e ,  
r e q u i r i n g  d e p u t i z a t i o n  as a Deputy C i t y  C l e r k ,  and r e q u i r i n g  s p e c i a l i z e d  
knowledge and s k i l l s  r e l a t e d  t o  t h e  depar tment .  T h i s  class f u n c t i o n s  as t h e  
d i r e c t  a s s i s t a n t  t o  t h e  C i t y  C le rk ,  and h a n d l e s  t h e  more complex and 
s p e c i a l i z e d  c ler ical  ass ignments  of t h e  depar tment .  

SUPERVISION RECEIVED AND EXERCISED: 

This  c l a s s i f i c a t i o n  works under  t h e  g e n e r a l  s u p e r v i s i o n  of  t h e  C i t y  C le rk .  
I n s t r u c t i o n s  r e c e i v e d  are g e n e r a l l y  i n  t h e  form o f  o b j e c t i v e s  and d e s i r e d  
end r e s u l t s ;  work review i s  based on end r e s u l t s ,  and d e t a i l s  of 
accomplishment are l e f t  t o  t h e  incumbent,  s u b j e c t  t o  l e g a l  and p o l i c y  
requi rements .  

Incumbents i n  t h i s  c l a s s i f i c a t i o n  may f u n c t i o n  as l e a d  s u p e r v i s o r s  ove r  a 
s m a l l  group of a d m i n i s t r a t i v e  c l e r k s  and r e l a t e d  s t a f f ,  i n c l u d i n g  p l ann ing ,  
p r i o r i t i z i n g ,  ass ignment ,  and review of work, p rov id ing  t r a i n i n g  and 
i n s t r u c t i o n ,  c o r r e c t i n g  work i n  p r o g r e s s ,  and p r o v i d i n g  in fo rma l  counse l ing  
and feedback t o  employees r ega rd ing  work i s s u e s .  

EXAMPLES OF DUTIES: 

Dut ies  may i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o ,  t h e  fo l lowing :  

P repa res  or assists i n  t h e  p r e p a r a t i o n  and d i s t r i b u t i o n  of C i t y  Counci l  
meeting and o t h e r  ( e . g .  s p e c i a l  s e s s i o n )  agenda;  p r e p a r e s  and 
d i s t r i b u t e s  Counci l  p a c k e t s  e n s u r i n g  a p p r o p r i a t e  s i g n a t u r e s  and 
a t t achmen t s ;  posts meet ing announcements.  

r e s o l u t i o n s  and o rd inances ;  s i g n s  and seals r e s o l u t i o n s  and o r d i n a n c e s  
i n  t h e  absence  of t h e  C i t y  Clerk .  

at tests t o  minutes  i n  t h e  absence  of t h e  C i t y  C l e r k .  

equipment;  o p e r a t e s  equipment i n  t h e  absence  of  t h e  C i t y  Clerk .  

Records Counci l  v o t e s ;  f i l e s ,  d i s t r i b u t e s  and p u b l i s h e s  r e s u l t i n g  

Reads agendas,  p r e p a r e s  Counci l  communications,  and takes, t r a n s c r i b e s  and 

Prepares  Counci l  chambers f o r  meet ings ;  sets up and p r e p a r e s  r e c o r d i n g  

Provides  secretarial suppor t  f o r  t h e  Mayor and Counc i l  members. 
Provides  in fo rma t ion  t o  t h e  p u b l i c ,  C i t y  s t a f f ,  and o t h e r s  t h a t  requires t h e  

u s e  of s i g n i f i c a n t  judgement and t h e  i n t e r p r e t a t i o n  of p o l i c i e s ,  r u l e s  
o r  procedures .  

documents from d r a f t s ,  n o t e s ,  d i c t a t e d  t a p e s ,  or b r i e f  i n s t r u c t i o n s  . 

us ing  a typewriter o r  word p r o c e s s o r ;  composes cor respondence ,  
p roc lama t ions ,  and  b r i e f  r e p o r t s .  

Oversees  or performs t h e  e s t a b l i s h i n g ,  o r g a n i z i n g  and maintenance of 
complex depa r tmen ta l  f i l i n g  systems and r e c o r d s .  

Performs v a r i o u s  t e c h n i c a l  p rocess ing  of forms, a p p l i c a t i o n  or p rocedures  
r e q u i r i n g  in -dep th  s u b p r o f e s s i o n a l  knowledge of t h e  d e p a r t m e n t ' s  
f u n c t i o n s .  

a d m i n i s t r a t i v e  c l e r k s  or c losely r e l a t e d  c l a s s i f i c a t i o n s .  

Types complex and s e n s i t i v e  cor respondence ,  r e p o r t s ,  forms and s p e c i a l i z e d  

Provides  l e a d  d i r e c t i o n ,  t r a i n i n g ,  and work review t o  a small group of 
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EXAMPLES OF DUTIES ( c o n t i n u e d ) :  

Records and cer t i f ies  o f f i c i a l  b i d s .  
Makes arithmetical or r o u t i n e  s t a t i s t i c a l  computa t ions  r e l a t e d  t o  

department  o p e r a t i o n s ,  p a y r o l l ,  and budge t s ;  c o l l e c t s  f e e s ,  and i s s u e s  
r e c e i p t s .  

f i l i n g s ,  r eco rd ing  e l e c t i o n s  r e s u l t s ,  and r e l a t e d ;  n o t i f i e s  e l e c t e d  
o f f i c i a l s  of f i l i n g  d e a d l i n e s ,  and r e c e i v e s ,  examines,  and f i l e s  
c o n f l i c t  of i n t e r e s t  f i l i n g s .  

Play act  as a r e c e p t i o n i s t ,  r e c e i v i n g ,  s c r e e n i n g  and d i r e c t i n g  callers,  and  
making appointments .  

Operates a v a r i e t y  of s t a n d a r d  o f f i c e  equipment.  

A s s i s t s  i n  e l e c t i o n s  processes, i n c l u d i n g  nominat ion f i l i n g s ,  campaign 

M I N I M U M  QUALIFICATIONS 

Knowledge o f :  
P o l i c i e s  and procedures  r e l a t e d  to  C i t y  Counci l  agenda, meet ings ,  minutes ,  
r e s o l u t i o n s  and o rd inances ;  C i t y  Clerk  e lec t ion ,  campaign, and c o n f l i c t  o f  
i n t e r e s t  r e s p o n s i b i l i t i e s .  
O f f i c e  management p r a c t i c e s  and p rocedures ,  i n c l u d i n g  f i l i n g  s y s t e m s  and t h e  
o p e r a t i o n  of  s t a n d a r d  o f f i c e  equipment.  
Formats f o r  typed  materials. 
Basic b u s i n e s s  arithmetic, i n c l u d i n g  p e r c e n t a g e s ,  dec ima l s ,  and f i s c a l  
recordkeeping .  
Correct Eng l i sh  usage ,  i n c l u d i n g  s p e l l i n g ,  grammar, and punc iua t ion .  
Basic b u s i n e s s  d a t a  p rocess ing  p r i n c i p l e s  and t h e  u s e  of word p rocess ing  and 
o t h e r  common commercial so f tware .  
Lead s u p e r v i s o r y  p r i n c i p l e s  and p r a c t i c e s .  

A b i l i t y  t o  : 
Read and i n t e r p r e t  r u l e s ,  p o l i c i e s ,  and p rocedures .  
Organize ,  r e s e a r c h  and ma in ta in  o f f i c e  f i l e s  and r e c o r d s .  
Deal t a c t f u l l y  and e f f e c t i v e l y  wi th  t h o s e  c o n t a c t e d  i n  t h e  cour se  of t h e  
work. 
Take and t r a n s c r i b e  a c c u r a t e  o f f i c i a l  minutes .  
Make arithmetic c a l c u l a t i o n s  w i t h  speed and accuracy .  
Compose cor respondence  and r e l a t e d  i t e m s  from b r i e f  i n s t r u c t i o n s .  
Use i n i t i a t i v e  and sound independent  judgement w i t h i n  e s t a b l i s h e d  g u i d e l i n e s .  
Opera te  s t a n d a r d  o f f ice  equipment i n c l u d i n g  word p rocess ing  and c e n t r a l i z e d  
t e l ephone  equipment.  
T y p e  a c c u r a t e l y  a t  a n e t  rate of 45 words p e r  minute  from p r i n t e d  copy. 

EDUCATION AND EXPERIENCE: 

Any combinat ion e q u i v a l e n t  t o  educa t ion  and expe r i ence  t h a t  would l i k e l y  
p rov ide  t h e  r e q u i r e d  knowledge and abi l i t ies  would b e  q u a l i f y i n g .  
combinat ion i s  : 

A typical  

Educat ion:  
Equ iva len t  t o  complet ion of  h igh  schoo l  i n c l u d i n g  comple t ion  of  s p e c i a l i z e d  
c l e r i ca l  coursework. 

Experience:  
Two years of r e s p o n s i b l e  journey  l e v e l  c l e r i c a l  expe r i ence  a t  a l e v e l  
e q u i v a l e n t  t o  t h e  C i t y ' s  Admin i s t r a t ive  C l e r k  11. 

LICENSES AND CERTIFICATES: 
Posses s ion  of a v a l i d  D r i v e r ' s  L i c e n s e  ( C l a s s  C )  i s s u e d  from t h e  C a l i f o r n i a  
Department of Motor Veh ic l e s .  


